
CITY 
PRELIMINARY PLAT, SPECIAL PERMITS AND/OR USE PERMITS

(P.C. FINAL ACTION UNLESS APPEALED TO C.C.)

 May be pre-application
meeting

Applicant/agent submits application
(deadlines every other Thursday at

Counter Planner initiates Permits Plus
and routes application

Admin Officer verifies PC
and notification

front desk 
prepares folder

and
legal noticesother agencies review

application and submit
reports

Office Asst prepares draft
of PC agenda

Project Planner verifies legal notice
and prepares draft staff report

Dev Review Manager & Planning
Director review draft report 

GIS prepares agenda map
& mailing labels

May be discussion with
staff and applicant

Front desk mails notice
letters & submits legal
notice to newspaper

Project Planner finalizes staff report Admin Officer requests Law
to prepare Resolution

PC hearing signs are
posted

Law prepares Resolution
Sends Resolution to Admin

Officer

Offiice Asst assembles the PC
agenda/reports and submits to

Office Asst distributes copies of PC
agenda/reports

Planning Commission 
public hearing and action

Planning Commission Chair
signs Resolution



Admin Officer sends Resolution to
City Council, GIS, applicant and others

Updates Permits Plus for Special
Permit & Use Permit

Prepares Letter of Acceptance &
sends to City Clerk

City Clerk sends Letter of
Acceptance to applicant

GIS posts action

Applicant signs Letter of
Acceptance

City Clerk records Letter and
Resolution at Register of

Deeds

Applicant/Agent submits revised
plans as required by Planning

Commission conditions of approval

Counter Planner routes revised plans

other agencies review
plan and submit reports

Project Planner reviews plans for
conformity to PC conditions

Applicant/Agent makes
corrections

IF SPECIAL PERMIT:
Project Planner

distributes approved
plan and Admin

Order signed by Dev
Review Manager for
Director to applicant

and others
No A.O. on

Prelminary Plats

IF
PRELIMINARY

PLAT:
Admin Officer
takes revised

Preliminary Plat
to PC Chair to

be signed.
Project Planner

distributes to
others

Intern removes duplicate copies,
emails Front Desk to update street

name directory and files folder
Front Desk updates street

name directory
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